State of California DEPARTMENT OF WATER RESOURCES California Natural Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Associate Governmental Program Analyst 2043-5393-BCP 50054756 1
APPOINTEE SAP PERSONNEL NO. | DIVISION/SECTION
Vacant (BCP Position) O&M/SWPOSO/Program Control Branch
COLLECTIVE BARGAINING IDENTIFIER
Management Related BU: Supervisory Related BU: Confidential Related BU: Rank and File BU:
1

RESPONSIBILITIES EXERCISED IMMEDIATE SUPERVISOR (Print) SUPERVISOR'S CLASSIFICATION

[ Supervisory [] Lead Person Michael L. Cunnagin Staff Services Manager Il
APPROVED BY (Personnel Analyst's Name) DATE
Donna Aguilar 10/28/2011

Pe_rl_(i:;enrg of Activity

POSITION SUMMARY

Under the general direction of the Chief, Program Control Branch, using considerable independent
judgment and initiative, this position provides budget and program control functions for the
Division of Operations and Maintenance Headquarters and Field Division programs and
organizations. Program and organizational assignments will vary and are periodically rotated
between other analysts in the Program Control Branch. Will occasionally act as the lead analyst for
specific projects or processes performed by the Program Control Branch.

ESSENTIAL FUNCTIONS

This position requires that the incumbent work both independently and cooperatively with others;
with accuracy and comprehension; have a general understanding of budgeting and accounting
principals and processes; manage multiple priorities; meet aggressive deadlines; maintain regular,
consistent and predictable attendance; and exercise initiative and good judgment. The essential
functions of the position are as follows:

40% Perform duties related to the development and deployment of the annual division-wide O&M
Support and Capital Outlay Budgets and Bulletin 132 cost estimates; utilize Microsoft Excel and MS
Word software to create and/or maintain budget tools that employ complex allocation formulas and
custom formats; assist in the development and deployment of training and ongoing assistance to
Program/Cost Center Managers and Administrative Officers in use of budgeting tools; provide an
overall review, input and consolidation of budget and Bulletin 132 data for assigned Headquarters
and Field Division programs; assist in analyzing historical data, apply appropriate division and
departmental policies and make recommendations on proposed budgets. Prepare defensible
budget documents for approval and transmittal of the final budget and Bulletin 132 estimates to the
Budget Office and the State Water Project Analysis Office by the time critical due dates.

SUPERVISOR'S STATEMENT: | HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.
SUPERVISOR'’S NAME (Print) SUPERVISOR’S SIGNATURE DATE
Michael L. Cunnagin >
EMPLOYEE'S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE
RECEIVED A COPY OF THE DUTY STATEMENT.
EMPLOYEE'S NAME (Print) EMPLOYEE'S SIGNATURE DATE
>
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25% Prepare, review, analyze, recommend and/or obtain approvals of Work Program Revisions, Project
Charters, Resource Agreements, Internal Orders, Work Breakdown Structures, and establishment
of Cost Centers, Funds Centers, and Functional Areas for new programs and proposed changes in
organizational and program structures. Assist Program Mangers in completing requests for
funding and authorization of Specialized O&M projects, and coordinate as necessary with other
DWR divisions and DWR control functions. May assist in preparation of Budget Change Proposals.

15% Utilizing SAP, general budgeting principals, and established State Water Project cost allocation
concepts, regularly monitor and analyze multiple program and cost center commitments and
expenditures against plans and budgets, identify errors or potential problem areas and recommend
solutions. Assist in implementing recommended problem solutions through working with
Program/Cost Center Managers and appropriate DWR staff, and follow up to insure completion of
actions.

15% Work with supervisor and peers as a team to develop and implement new or revised program
control processes and procedures that will improve the efficiency and effectiveness of program
management in the Division.

5% Prepare routine correspondence and attend meetings as required to accomplish assigned tasks.

SPECIAL REQUIREMENTS

Meetings may require overnight travel away from assigned headquarters.

Must have stamina and ability to work at a desk and/or computer; must be able to operate a
computer. Must have stamina and ability to attend lengthy meetings and prepare and give oral
presentations; ability to work well with other people (and personalities), deal effectively with the
public, and accept changes in assignment priorities based on changing operational needs.
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40%
	activity: POSITION SUMMARY

Under the general direction of the Chief, Program Control Branch, using considerable independent judgment and initiative, this position provides budget and program control functions for the Division of Operations and Maintenance Headquarters and Field Division programs and organizations.  Program and organizational assignments will vary and are periodically rotated between other analysts in the Program Control Branch.  Will occasionally act as the lead analyst for specific projects or processes performed by the Program Control Branch.

ESSENTIAL FUNCTIONS

This position requires that the incumbent work both independently and cooperatively with others;with accuracy and comprehension; have a general understanding of budgeting and accounting principals and processes;  manage multiple priorities; meet aggressive deadlines; maintain regular, consistent and predictable attendance; and exercise initiative and good judgment.  The essential functions of the position are as follows:

Perform duties related to the development and deployment of the annual division-wide O&M Support and Capital Outlay Budgets and Bulletin 132 cost estimates; utilize Microsoft Excel and MS Word software to create and/or maintain budget tools that employ complex allocation formulas and custom formats; assist in the development and deployment of training and ongoing assistance to Program/Cost Center Managers and Administrative Officers in use of budgeting tools; provide an overall review, input and consolidation of budget and Bulletin 132 data for assigned Headquarters and Field Division programs; assist in analyzing historical data, apply appropriate division and departmental policies and make recommendations on proposed budgets.  Prepare defensible budget documents for approval and transmittal of the final budget and Bulletin 132 estimates to the Budget Office and the State Water Project Analysis Office by the time critical due dates.

	classification: Associate Governmental Program Analyst
	appointee: Vacant (BCP Position)
	dwr position number: 2043-5393-BCP
	sap personnel no: 
	sap position number: 50054756
	division: O&M/SWPOSO/Program Control Branch
	mcr: 1
	percent 2: 25%
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5%

	activity2: Prepare, review, analyze, recommend and/or obtain approvals of Work Program Revisions, Project Charters, Resource Agreements, Internal Orders, Work Breakdown Structures, and establishment of Cost Centers, Funds Centers, and Functional Areas for new programs and proposed changes in organizational and program structures.  Assist Program Mangers in completing requests for funding and authorization of Specialized O&M projects, and coordinate as necessary with other DWR divisions and DWR control functions.  May assist in preparation of Budget Change Proposals.

Utilizing SAP, general budgeting principals, and established State Water Project cost allocation concepts, regularly monitor and analyze multiple program and cost center commitments and expenditures against plans and budgets, identify errors or potential problem areas and recommend solutions.  Assist in implementing recommended problem solutions through working with Program/Cost Center Managers and appropriate DWR staff, and follow up to insure completion of actions.

Work with supervisor and peers as a team to develop and implement new or revised program control processes and procedures that will improve the efficiency and effectiveness of program management in the Division.

Prepare routine correspondence and attend meetings as required to accomplish assigned tasks.  Meetings may require overnight travel away from assigned headquarters.

SPECIAL REQUIREMENTS

Must have stamina and ability to work at a desk and/or computer; must be able to operate a computer.  Must have stamina and ability to attend lengthy meetings and prepare and give oral presentations; ability to work well with other people (and personalities), deal effectively with the public, and accept changes in assignment priorities based on changing operational needs. 

	supervisor name: Michael L. Cunnagin
	employee name: 


